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ASSI STANT FI RE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

The cl ass enconpasses a responsi bl e supervi sory and
adm ni strative position, the primary duty of which is assisting
the Fire Chief in overseeing all operations of the fire
depart nment. An enployee of this class may be assigned the
duties of the Fire Chief in the Chief's absence. The Assistant
Fire Chief also assists in the care and maintenance of all
departnment equi pment and property, in conducting a fire
i nspection and i nvestigation program in assisting in the record
keeping functions of the departnment, and in perform ng public
relations duties, in addition to taking command and directing
activities at the scene of a fire or other emergency unti

relieved by the Fire Chief. Enpl oyees of this class perform
duties with little supervision, reporting to and having work
reviewed by the Fire Chief. This class ranks directly bel ow

that of Fire Chief.

EXAMPLES OF WORK

(Examples |listed below are illustrative only. They are not
intended to include all duties which nmay be | ogical assignnents,
neither are they intended to exclude other duties which nay be
| ogi cal assignnents to this class.)

Assists the Fire Chief in managing the operations of the fire
depart nment. Performs the duties of the Fire Chief in the
Chi ef's absence. Assists in setting managenent policies, goals,
and objectives for the department, and in determ ning how the
depart nment shoul d be organi zed. Conducts inspections of various
di vi sions of the departnent and observes departnment operations.
Reads correspondence addressed to the fire departnent and
determines the type of action to be taken in reply. Keeps
abreast of new | aws, regul ations, ordinances, and court rulings
related to fire departnent operations.

Prepares budget for one assigned function or division of the
departnment and assists in the preparation of the operating
budget for the entire departnent. Gat hers information to be
used in compiling the budget, prepares estinmates for revenues
and expenditures.

Supervises the general care and nmaintenance of departnent
equi pment, apparatus, and property. Arranges for repairs and
mai nt enance, and inspects after repairs to assure that repairs
are properly acconplished. Mintains inventory of, disburses,
and reorders supplies and equipnment as required. Prepares
specifications for new equi pnent, and purchases equi pnent and
supplies, keeping such purchases within the established budget.
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Supervises the preparation and maintenance of departnental
records and reports, reviews records conpl eted by subordi nat es,
and periodically inspects the record-keeping systens and

facilities. Personally conpletes records and reports as
assigned. Wites requests for grants or other special funds to
aid in the operation of the fire service. Wites letters

addressed to the fire department in answer to witten or oral
requests.

Answers questions for the public about the operations of the
fire departnment. Coordi nates special projects related to public
relations and to the inmage of the fire departnment. Acts as a
consultant for volunteer fire departnents, and coordi nates the
work of the departnment with related federal, state, and | ocal
agenci es.

Performs size-up of an energency scene, including determ ning
the nature and extent of fire, condition of the building, danger
to exposures, and source of water supply. Takes charge of all
saf ety procedures. Mai nt ai ns conmuni cati on between the fire
scene and ot her authorized personnel, and calls for assistance
when needed. Directs enmergency scene operations and supervi ses
subordi nate enpl oyees in rescue, forcible entry, ventilation,
nozzle and hose handling, protection of exposures, fire
extingui shment, punp operations, use of water supplies, salvage
and over haul , and enmergency nedi cal procedures. Personally acts
as part of the fire attack team Participates in handling
ener genci es invol ving hazardous materi al s.

Supervi ses subordi nate enpl oyees. Hol ds neetings with fire
department personnel for the purpose of receiving reports and
di ssem nating informtion. Assigns work schedules and duty
ar eas.

| nspects the appearance of subordi nate enpl oyees and assi gned
equi prment . Di scusses subordinate's work perfornmance wth

subordi nates and with the Fire Chief.

Devel ops a training programfor the departnent, and provides for
regul ar enployee training at all levels within the department.
Personal |y trains per sonnel t hr ough f or mal classroom
instruction, drills and evolutions, and informal "on-the-job"
t rai ning.

Directs the inspection of buildings to determ ne the existence
of potential fire hazards. Enforces fire prevention codes for
public assenblies, the handling, storage, and use of conbustible
materials, flammble 1iquids, and explosives. Recomrends
revisions in fire prevention codes. Coll ects information for
pre-fire planning, including review ng plans and bl ueprints for
new constructi on. Makes recomendati ons concerni ng such pl ans.
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I nvesti gates the causes, origins and circunstances of fires
occurring within the jurisdiction. Secures the fire scene to
prevent renoval or damge of evidence of suspected arson.
Collects and | abels evidence of suspected arson. Assi sts
i nvestigating personnel. Testifies in court when required.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

(Unl ess otherwi se specified, all requirenents listed bel ow nust
be net by the filing deadline for application for adni ssion to
the test.)

Must neet all requirenents of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

Must be a regul ar and permanent enpl oyee in good standing in the
class of Fire Captain.

Must have five (5) year's fire fighting experience in a
full-time paid fire departnment.

Must possess a valid Louisiana driver’s |icense.

After offer of pronotion, but before beginning work in this
cl ass, nmust pass a nmedi cal exani nation prepared and adm ni stered
by t he Appointing Authority, designed to denponstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or w thout reasonabl e accommbdati on.
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